4.805

FEDERAL ACQUISITION REGULATION

(4) Last modification number.

(5) Last call or order number.

(6) Contractor name and address.

(7) Dollar amount of excess funds, if any.

(8) Voucher number and date. if final payment has
been made.

(9) Invoice number and date, it the final upproved
invoice has been forwarded to a disbursing office of another
agency or activity and the status of the payment is unknown.

(10) A statement that all required contract administra-
tion actions have been fully and satisfactorily accomplished.

(11) Name and signature of the contracting officer.

(12) Date.

(c) When the statement is completed, the contracting
officer shall ensure that—

(1) The signed original is placed in the conrracting
office contract file (or forwarded to the contracting office
for placement in the files if the contract administration
office is different from the contracting office): and

(2) A signed copy is placed in the appropriate contract
administratuon file if administration is performed by a con-
tract administration office.

4.805 Storage, handling, and disposal of contract files.

(a) Agencies shall prescribe procedures for the handling,
storing, and disposing of contract files. Such procedures shall
take into account documents held in other than paper format,
such as microfilm and various elecoronic media. The original
medium on which the document was created may be changed
to facilitate storage as long as the requirements of Part 4, law
and other regulations are satisfied. The process used to create
and store records must record and reproduce the ongtnal docu-
ment. including signatres and other written and graphic
images completely. accurately, and clearly. Data transfer, stor-
age, and retrieval procedures shall protect the original data
from alteradon. Unless law or other regulations require signed
originals 10 be kept, they may be destroved aiter the record
copies on alternate media and copies reproduced from the
record copy are veritied to be accurate, complete and clear rep-
resentations of the originals. Agency procedures for contract
file disposal shall include provisions that the documents speci-
fied in paragraph (b) of this section shall not be destroyed
betore the times indicated. When original documents have
been converted to alternate media tor storage, the requirements
in paragraph (b) of this section shall apply to the record copies
on the alternate media instead of the original documents.

(b) If administrative records are mixed with program
records and cannot be economically segregated. the entire
file should be kept for the pertod of time approved for the
program records. Similarly. if documents, specified below,
are part of a subject or case file which documents activities
different rrom those specified beiow. they should be treated
in the same manner as the files of which they are a part.
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DocumenT

RETENTION PERIOD

(1) Records pertaining to excep-
tions or protests, claims for or
against the United States, investi-
gations, cases pending or in
litigation, or similar marters.

{2) Signed originals of con-
structions contracts over $2.000
and all other contracts over
$25.000.

(3) Signed onginals of justifica-
nons and  approvals  and
determination  and  findings
required by Part 6, and copies of
supporting documents and data.

{4) Signed originals of con-
struction contracts of $2.000 or
less and all other contracts of
$25,000 or less.

{5) Unsuccessful offers or quo-
tauons that pertan to contracts
using simplified acquisition proce-
dures.

i6) Conuwact status (progress-
ing), expediting. and production
surveillance records.

(7Y Rejected
change proposals.

engineering

(8) Labor compliance records.
including equal employment
opportumity records.

(9) Documents pertaining gen-
erally to the contractor as
described at 1.801(c(3).

(101 Records or documents other
than those 1in  paragraphs
1.805(b)(1)-(9) of this section per-
laining 10 contracts  using
sumplified acquisition procedures.

(11) Records or documents
other than those in paragraphs
1.805(b)1)-(10) of this secuon
perainIng (o CONracts not using
simplified acquisition procedures

£12) Files for cancelled solicita-
trons (see 4.801(c)(1)).

(13) Solicited and unsolicited
unsuccessful offers and quotations
above the simplified acquisition
threshold:

(1) When filed separately from
contract case files.

it} When filed with contract
case fles

Untl final clearance or settle-
ment, or until the retention
period otherwise specified for
the document in paragraphs
(b)2) through (13) below is
completed. whichever is later.

6 years and 3 months after final
payment.

6 years and 3 months after final
payment.

3 vears after final payment.

Retain | vear after date of award
or untl final payment. whichever
is later; but if the contracting offi-
cer determines that the files have
future value to the Government,
retain as long as advisable.

6 months after final payment.

6 months after final payment.

3 years after final payment.
Until superseded or obsolete.

| year after tinal payment.

6 years and 3 months after final
payment.

3 years after cancellation.

Until contract completion date.

6 years and 3 months after final
payment.



